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C.

Travel expenses for prospective employees are authorized under the same conditions and under
the same limitations as other individuals authorized to travel in the conduct of official State
business. A prospective employee traveling from home to point of interview and return is eligible
for reimbursement of 80% of actual expenses. Actual expenses are subject to limitation as
specified in other sections of the regulations. Interviewees must submit an invoice with receipts
attached that substantiate the expenditures for which reimbursement is requested.

Travel expenses within the State are not reimbursable.

Agencies must process invoices for these expenses through the Expenditure Module of the
NJCFS. Travel Module transactions are to be used only for reimbursement of State employees.

Reimbursement for moving or other relocation expenses for employees is not authorized unless it
is in accordance with Administrative Code 4A:4-7.3, Relocation Expenses. All requests for
relocation expenses under A.C. 4A:4-7.3, require approval of the Director, OMB since the
Appropriations Act does not provide funds for A.C. 4A:4-7.3.

XIV. RECQRDS AND SUPPORTING DOCUMENTS

A.

All persons authorized to travel on business for the State must keep a memorandum of
expenditures chargeable to the State, noting each item at the time the expense is incurred,
together with the date it is incurred. Information thus accumulated will be available for the proper
preparation of travel reimbursement requests.

The travel voucher must be completed by the employee to document the details of the travel
event. The travel voucher must be signed by the employee to certify to the validity of the
charges for which reimbursement is sought. The form must also bear the signatures of agency
officials responsible to approve the form for processing.

Sufficient documentation must be maintained at the department to support payment and

approval of travel voucher.

Documentation for requests for travel reimbursement must show:

e The dates and individual points of travel, number of miles traveled between such points and
kind of conveyance used.

e I the distance traveled between any given points is greater than the usual route between

these points, the reason for the greater distance must be stated.

e The hours of the normal work day and actual hours worked must be shown when
requesting meal reimbursement for non-overnight travel.

Original receipts are required for all reimbursable expenses, except for meals that qualify for

per diem allowances and for parking meters.

Receipts for cash outlays, as well as for amounts charged to the travel charge card, must be

attached to all requests for reimbursement.

Personal charges appearing on a hotel bill must be deducted and the deduction shown on the

bill. '

. When lodging is shared jointly with others, the fact must be stated on the travel voucher.
. Where travel is not by the most economical, usually-traveled route, the employee

reimbursement request must set forth the details of the route, the expenses actually incurred,
the hour of departure, the hour of arrival and an explanation for the use of costlier travel
arrangements.

_When trave! is authorized in the employee's own automobile on a mileage basis, the points

between which travel was made and the distance traveled between each place must be shown.
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A statement as to the ownership of the automobile or other conveyance used, as well as a
certification that liability insurance is in effect, must be documented.

9. Reimbursement requests must be supported by other receipts as the Department Head may
require.

C. Unless otherwise approved, reimbursement requests must be rendered monthly. Travel for a
single travel event must be reported as soon as possible after the completion of the trip. Prompt
filing of reimbursement requests will ensure timely repayment to the employee, thus enabling the

© employee to pay all charges to the State travel charge card when that billing is received.

D. I the total of the monthly expenses does not exceed $25, it shall be carried over to the following
month, unless the employee does not expect to incur travel expenses in the following month, has
been on or is about to take a leave of absence, or whose employment has been or is about to be
terminated. Af the close of the fiscal year, however, even though the amount is less than $25, a
travel voucher must be submitted, since expenses cannot be carried forward into the next fiscal
year.

E. Travel reimbursément requests, which are not submitted in a sufficiently timely manner as to be
processed by the close of the fiscal year shall not be payable under the "prior year liability"
language contained in the annual Appropriations Act.

F. Persons not considered regular State employees, such as board members, prospective
employees and outside vendors, must make claims for reimbursement of travel expenses on a
regular invoice. Similarly, employees must make claims for reimbursement of travel expenses
related to retreats on a regular invoice.

G. State employees will not be reimbhrsed for payments made to other State employees for travel or
subsistence except in case of necessity, which must be satisfactorily explained.

H. A copy of the travel voucher is attached; agencies may develop their own version of the form as
long as all of the pertinent data fields are included.
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